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29 April 1959

MEMORANDUM FOR: Division and Branch Chiefs

SUBJECT Responsibility of ORR Analysts in Writing
Reports and Papers

1. Some analysts have relied too heavily on the Publications
Staff for putting their reports and papers into fully intelligible
and acceptable form. These analysts, in effect, expect the
Publications Steff to assume part of their own responsibilities for
preparing carefully worded papers which effectively present their
analyses and conclusions and are econgistent, intelligible, and not
subject to misinterpretation. Facts slone are not enough. Sub-
mission of well-written reports would permit the Publications Staff
to concentrete more on organization, presentation, logic, and
balance, with consequently less attention to the sheer necessity of
putting the report into acceptable language. The result would be
both to improve the quality of ORR reports and to reduce the time
required for the editorial process.

25X1A%a

2. In 1947, this lack of appreciation by some analysts of
their responsibility for good, clear, and careful writing so con~
cerned novw & member of the Board of National
Estimates, that he submitted a memorandum on the gubject. The

- following excerpts are from that memorandum.

"Consider the argument that the authority of the
[Publications] Staff should be 'editorial’ only, that of the
Branches only 'substantive.' ... Does it mean that the
Branches, while exercising exclusive 'substantive! suthority,
have no responsibility to produce intelligible copy? How are
the Branches to express ‘substantive’ Judgment without the
intelligible use of language? If they consider their 'sub-
stantive' responsibility discharged in producing drafts so
obscure that extensive 'editoriasl' revision is necessary,
they run grave risk of "substantive' alterstion of their copy
in the course of the ‘editorial’ process. Obviously it
behooves the Branches to produce copy as clear, concise, and
meaningful as they are able to mske it, from an ‘'editorial’
as well as a 'substantive' point of view.
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SUBJECT: Responsibility of ORR Analysts in Writing Reports and
Papers

“The...Staff...recognizes...both 'editorisl' snd 'sub-
stantive' responsibility in the Branches. It has no use for
incoherent copy, however important 1ts conjectural substance.
It must rely upon the Branches to be better informed than it
is with respect to particular situations, inasmuch as (a)
Branch personnel are selected as specialists in their
particuler fields, and (b) their responsibilities sre limited
to those fields and they can obviously cover them much more
closely than can persomnel having generalized responsibllities.

“The Branches must recognize equelly that the personnel
of the...Staff [are] ...not limited to the transposition of
phrases or the insertion of commas.... [The Staff's function
is] to exercise Judgment as to pertinence, logic in presenta-
tion, completeness of coverage, coherence, and intelligibil-

ity...." 25X1A

3. In 1952, men responsible for putting together the F
Report" hed their problems as well. I quote fraom certain exchanges
of memoresnde between them.

"Intra-professional talk is closed-circuit talk; it can
alter little and stimulate little ... to me, writing across |
the other fellow's thresholds is the first rule by which we
should be guided. ’

"I am not on the side of the man who says 'I want all
this stuff bolled down to two pages, get me?' This is
impossible. Persuasive lucidity in the midst of the &iffi-
cult and complex facts 1s very hard %o achieve, but it is not
impossible, given enough attention to communication between
mind and mind ..."

k. Many of our analysts are fully aware of their responsibil-
ities in this context, but others may find reason to reconsider
their standerds for writing reports in ORR. '
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SUBJECT: Responsibility of ORR Analysts in Wri’c':ing Reports and
‘Papers

5. When you, as the reviewers of reports prepered within your
components, flnd that an analyst has clearly misunderstood his
responsilbility for good writing or has falled to communicate his
findings effectively, I suggest that the substance of this

.memorandum be brought to his attention at the time his report is
returned for revision. '
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Assistant Dirdctor
Research and Reports
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